
Welcome to the wonderful world of wiki!

Getting to the wiki
Launch your browser - Firefox or Chrome work better 
with the wiki, especially for viewing files

On the District home page, click on “MCPS Teaching 
and Learning Wiki”
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Navigation--There are three main areas to every wiki page.
1. Main navigation - These links connect to major sections of the wiki; this navigation bar will be the same 
on every wiki page.
2. Page navigation - These links connect to sections of the current wiki page; clicking a link will jump to 
that section of the current page.
3. Wiki content - The content of each wiki page

  GETTING STARTED
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Each school has its own page in the wiki.
Click “School and Building-Level Teams” to see the 
list of links.

Select your school from the list to see the page.

Each school page has a number of sections.

These sections will serve as a series of links to pages 
for your school related to RTI, Grade-Level Teams’ 
work, staff meetings, and anything else that will help 
your school collaborate.

You can look at any of these pages, but to make any 
changes you need to have an account and be logged 
in.

Click “Log in” in the upper right corner of the 
page.
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  LOGGING IN



Enter your username and password.

Username: this should be the same as your District login

Password: Your initial password provided by the District

The first time you log in, you should change your password

Change your password
Click on “My preferences” in the up-
per right-hand corner of the wiki page.

Under the “Basic information” section,
select “Change password”

Editing a wiki page
Now that you are logged in, navigate to the page you want to edit.

You can edit an entire page by clicking 
the “Edit” tab at the top of the page.

Or, you can edit a section by clicking the “edit” link next to that 
sections heading.
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1. Enter your old password
2. Enter your new password
3. Enter your new password again (this 
helps protect against typos)
4. Click “Change password”
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  ADDING CONTENT



Once you are at the editing screen, click on 
“Rich Editor” to turn on a more familiar text-
editing tool bar.

The rich editor tool bar looks like the image 
below.

Headings
Wikis are organized by headings.

•	 Type your heading
•	 Highlight the text
•	 Select a heading from the “Format” drop 

down menu.
•	 Heading 1 is the largest
•	 Heading 6 the smallest

The wiki uses headings to automatically create 
a table of contents for the page. Once you have 
3 headings, the table of contents will appear.

If you don’t want text to be a heading, select 
“Normal” from the format menu.

When you are done editing the page, be sure to save your changes with the “Save page” button at the 
bottom of the editing screen.

You will also be asked to answer a question; this is to prove you are human and help prevent wiki 
vandalism.
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In this example, you can see how each level of 
heading becomes a sub-category in the table of 
contents. Any text formatted as “Normal” does 
not appear in the table of contents.



One of the valuable uses of a wiki is to serve as an archive of documents. To archive documents (agendas, 
notes, lessons, etc), you will first upload the document to the wiki and then link to that document on the proper 
wiki page.

Uploading the file
Click “Upload file” on the left-hand naviga-
tion bar.

Select the “Browse” button 
to tell the wiki which file 
you want to upload.

Remember the name of the 
file, you will need this to 
create a link on a wiki page.

Select the file

Click “Open”

The “Source” bar will now have the 
file path and name for your file.

Scroll down and click “Upload file”
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  ADDING FILES



You will then see a screen confirming your file 
was uploaded, the name of the file, when it was 
uploaded, and the file size.

Next, navigate back to the page where you 
want the file to appear.

In this example, we have navigated back to the 
Chief Charlo Elementary School page.

Click “edit” for the section where the file 
should go. In this example, the “Monthly Staff 
Meeting Agendas” section is being edited.

To create a link to the file, 
type some text

highlight it

Click the “Insert/edit link” 
button (the globe with a link 
of chain on it)
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Linking to files

  LINKING



In the “Link” box, type

media:filename

Replace filename with the name of the file 
you uploaded. Note that as you type, pos-
sible options begin to appear.

Once your file appears, select it and click 
OK.

The text you highlighted is now a link to that file.

Click “Save page” and answer the challenge ques-
tion.

The text on the wiki page is now a link. When the 
cursor passes over the link it will turn into a pointing 
finger.

If you hover over the link, a tool tip will appear 
showing the name of the file.

Linking to other wiki content
You can use these same steps to link to other files and existing wiki pages. Just start typing the name of the 
file or page and then select it when it appears in the list.

Linking to other websites
To link to other websites, follow the steps above.

In the “Link box, type (or paste from the browser’s 
address bar) the full address for the webpage.

Save your changes.

On the wiki page, external links 
have the arrow icon shown here.
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While many pages have already been created on the wiki, 
you can also add pages to help organize your work.

To create a new page, go to the existing page where 
you want a link to the new page to appear.

In this example, a new 6th grade team page is being 
created for Meadow Hill. So, the first step is to go to the 
Meadow Hill Middle School page.

Then, click “edit” to make changes to the page.

Type some text for to use as a link to your 
new page.

Highlight that text.

Click the “Insert/edit Link” tool to open 
the “Link” box.

In the “Link” box, enter a name for your 
page.

NOTE: Each page must have a unique 
name. In this example, MH is used to 
indicated this is the Meadow Hill Grade 
6 page and to avoid any confusion with 
other grade 6 pages.

Click “OK”

Save your changes.
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  CREATING A PAGE



On the wiki page, the text will now be red. 
This indicates a link to a page that does not 
currently exist.

If you hover the cursor over the link, a tool 
tip will appear confirming that the page does 
not exist.

To create the page, click on the red link.

The editing window for that page will appear.

Begin adding content to the 
page.

When you are done, click “Save 
Page”.

You will then see the new page.

You now know everything necessary to be an 
active contributor to the wiki.

For reminders and additional tips and tricks 
for using the wiki, please visit the “Editing 
Tips” link found in the left-hand menu.
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  CONGRATULATIONS


